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About Bid Processing 

The bid process in Cardinal is designed and functions in the manner that Bidders can enter bids 

online. At this time, this function has not been turned on. State agency procurement standards 

and requirements have not changed. Therefore, event Versions are generally used to allow bid 

tabulation staff to open and close events in order to enter bidders and the bid responses into 

Cardinal, when appropriate. 

Only users with the Bid Tabulator role enter bid responses into a Strategic Sourcing Event. In 

Cardinal, bid tabulators have the ability to enter new or additional bidders, prior to posting.   

Upon posting, the Event is locked and the clock begins to count down. Bid responses are 

entered while the clock is ticking, or prior to Pending Award status. If a bid tabulation error is 

made, Cardinal allows bid tabulators to make corrections or edits as necessary. After all bids 

have been entered and only after the closing date/time, bid responses may be viewed and 

analyzed. 

       *   Navigate to Main Menu > Sourcing > Maintain Events > Event Workbench. 

 

The Event status is displayed, where you can determine if able to enter bid responses. See listing below.  

 Open: An event that has been saved but not posted or routed for collaboration; bids are not 

allowed. 

 Posted: An event that is approved; bidding is ongoing. 

 Event Completed: An event that has ended but for which the Update Event status process has 
not been run yet; bidding is ongoing. 

 Pending Award: The Event is complete and the Update Event status has been run, but has not 
yet been awarded; bids are not allowed. 

 Collaborating Bid Analysis: An event that has been routed for internal collaboration on the 
received bids. 

 Awarded: An event that has been awarded and for which the status for all line items is Closed.  

 Canceled: An event that was canceled by the event creator.  
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Create a New Event Version:    Pages  2 - 6 

Enter Bidder/Offeror Responses:    Pages  7 - 12 

Creating a Bid Summary Report:    Pages  13 - 14 

Printing a Bid Tabulation Report:    Pages 15 - 16 

Editing/Changing a Bid Response:    Pages  17 - 19 

Bid Tab Cheat Sheet:      Pages 20 - 22 

 

Create a New Event Version:  

In this example, we are going to create a new version to add a new bidder.   

1 Navigate to Main Menu > Sourcing > Maintain Events > Event Workbench. 

 

2 Click the Create New Version icon. 

 

 

3 Click Yes to Create a New Version icon. 
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4 Update the End Date to a Date and Time that will provide you with enough time to enter all of your 

bidders and bids. 

 

 

5 If no Bidders are to be added, click Save and Post to allow for bids to be entered.  

 

 

6 If Bidders are to be added, click on the Bidder Invitations hyperlink. 
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7 Click the Search for Bidders hyperlink. 

 

 

8 Enter Search Criteria and click Search. 
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9 Check the Invite box for the vendor(s) you would like to choose and click OK. 

 

 

10 Bidders are displayed.  Click Return to Event Overview. 
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11 Click Save Event and Click Post. 

 

 

12 A message appears. Click the OK button to submit the event for approval. 
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Enter Bidder/Offeror Responses: 

13 Navigate to:  Main Menu > Sourcing > Event Responses > Create Bidder Response. 

 

14 The Create Bidder Response page appears. 

15 Click the Event ID link for the vendor and event you are entering for an offeror response. 

 

 

16 Enter Bid on Behalf of vendor name is displayed.  

17 Click the Enter a New Bid button. 

 

 

18 Click Yes button. 
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19 The Event Details page appears. 

Note: This page identifies the required responses to include bid factors and the amount of lines and 

groups (as applicable).  
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20 Enter the bid responses. 

21 If Line Groups are shown, click on the Display Group Detail hyperlink.  

 

 

22 Enter The Bid Quantity of 1. 

23 Click on the Bid hyperlink.  
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24 Group/Lot values automatically populate and total. Note: Group bid prices display the sum of each 

unit price combined, not the extended prices. This is expected. The total extended pricing will be 

displayed on the bid tabulation report.  

25 Click on Start Page button. 

 

 

26 Repeat steps 20 through 23 for the next Group.  

27 Click on Validate Entries button.   
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28 Click OK.  Note: If errors occur, a message will be displayed at the top of the page (in red) with 

specific instructions. 

 

 

 

29 Click Submit Bid button.  

 

  

 

30 Click OK. 
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31 The Create Bidder Response page is returned.  

32 Click on the next bidder hyperlink from the list and repeat steps 17 through 29.  

33 Repeat the same steps for all remaining bidders to complete the bid tabulation process.  
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Creating a Bid Summary Report: 

34 Navigate to Sourcing > Maintain Events > Analyze Events 

35 Enter your Event ID to open the Analyze Total page. Note: you may view the Event Total, Line or 

Group.  

 

36 Click on Analyze Export within the Go To panel.  

 

 

37 Select/Add names that you wish to send a report.  

38 Click on the Create Analysis Export button.   
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39 Email is sent to the selected names.  

40 Click on Attachment file.  

 

 

41 Open file using Microsoft Excel, per the Cardinal directions. Note: The spreadsheet provides General 

Details, Line Details, Group Details and the Event Terms and Conditions.  
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Printing a Bid Tabulation Report: 

42 Navigate to:  Sourcing > Reports > Event Bid Tab 

 

43 Enter Event ID and click Run button.  

 

 

44 Click on PDF file from the View Log/Trace page.  
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45 Bid Tabulation Report is displayed as shown.  
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Editing/Changing a Bid Response: 

Note: Allow Edit of Posted Bids must be checked on the Sourcing Event in order to edit or change bid 

responses. 

 

 

46 Navigate to: Main Menu > Sourcing > Event Responses > Create Bidder Response. 

 

47 The Create Bidder Response page appears. 

48 Enter the Event ID and click Search 

49 Click the Event ID link for the vendor that you want to edit.  
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50 Click the Edit/View existing Bid icon.  

 

51 The previously entered bid is displayed and available for edit. 

52 Enter changes and click on Submit Bid button.  
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Note: If the Event status has changed to Event Completed, this message is displayed.  

53 Click Yes. 

 

 

54 Click OK. 

 

 

55 The Create Bidder Response page appears and the edit/change is complete. 
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Bid Tab Cheat Sheet 

The key to entering Bid Tab is understanding the sequence of events.  

If the Event is Open, you will be able to enter Bidders.  

If the Event is Posted and the clock is ticking, or the Event is Completed (prior to Pending Award), you 

will be able to enter Bid Responses. 

If the Clock is not ticking, where the Event End Date/Time has passed and the status changes to 

Pending Award, you will need to create a New Version. (See the Jobaid on the Cardinal Website).   

Or, the Event is Open (it is not Posted). You may enter the Bidders and set the End Date/Time to 

something in the very near future. NOTE: Set the time providing just enough time to enter the bids! Save 

and Post. The clock is now ticking! 

The Following is taken from the Training UPK simulations in Cardinal and represents a simple bid 

tabulation for 2 vendors already selected.  

--------------------------------------------------------------------------------------------------  

Step Action 

1. Begin by navigating to the Create Bidder/Offeror Response page. 
 
Click the Main Menu link. 

 

2. Click the Sourcing link. 

3. Point to the Event Responses menu. 

4. Click the Create Bidder Response menu. 

 

5. The Business Unit field defaults for your agency (e.g., 50100 for VDOT). 

6. Click in the Event ID field. 

 

7. Enter the Event ID that Cardinal assigned to it.   
 

8. Click the Search button. 
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Step Action 

9. On the Create Bidder Response page, select the first displayed. 
Click the hyperlink under the Event ID of that bidder’s row.  
For Example: 

  

10. Click the Enter a New Bid button. 

 

11. You may get a message to load the event quantities in the bidder’s response. 
If so, click Yes. If No, you will have to enter each line quantity on your own. 

12. The Event Details page displays. 
Use the Event Details page to enter the bid you received. 

13. If needed, click in the Your Bid Quantity field and enter the quantity bid on by this 
bidder.  
  

Your Bid Quantity  

14. Click in the Your Unit Bid Price field and enter the price bid by this bidder.  
 

Your Unit Bid Price  

15. Click the Bid link to review / verify line details. 

 

16. Review and verify the line details (e.g., quantity, price, etc.).  When you have verified the 
details, you can return to the Start Page and submit the bid. 
 
For this scenario, the details are correct.  Click the Start Page button. 

 

17. Click the Submit Bid button. 

 

18. Click the Yes button. 

 

19. Click the OK button. 
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Step Action 

20. Clicking the OK button returns you to the Create Bidder Response page, where you can 
enter another bidder response for this event.  To enter a response for the next vendor, 
click the hyperlink under the Event ID of that bidder’s row.  
For Example: 

 

21. Click the Enter a New Bid button. 

 

22. Click in the Your Bid Quantity field.  

 

23. Enter the quantity bid by this bidder. 
 

24. Click in the Your Unit Bid Price field. 

 

25. Enter the price bid by this bidder. 
 

26. Click the Bid link to review / verify line details. 

 

27. Once you have reviewed and verified the information, you can return to the Start Page to 
submit the bid. 
 
Click the Start Page button. 

 

28. Click the Submit Bid button. 

 

29. Click the Yes button. 

 

30. Click the OK button. 

 

31. The Create Bidder Response page displays. 

32. End of Procedure. 

 


